STATE OF MISSOURI
OFFICE OF ADMINISTRATION
DIVISION OF PURCHASING AND MATERIALS MANAGEMENT

NOTIFICATION OF STATEWIDE CONTRACT

April 16, 2013
CONTRACT TITLE: Mail Services
CURRENT CONTRACT PERIOD: September 1, 2013 throughAugust 31, 2014
BUYER INFORMATION: Jason Kolks

(573) 522-1620
jason.kolks@oa.mo.gov

Original Contract Period Potential Final Expiration
November 9, 2009 through August 31, 2010 August8ls

RENEWAL INFORMATION

ALL PURCHASES MADE UNDER THIS CONTRACT MUST BE FORUBLIC USE ONLY.
PURCHASES FOR PERSONAL USE BY PUBLIC EMPLOYEES ORRICIALS ARE PROHIBITED.

THE USE OF THIS CONTRACT ISIOT MANDATORY .
This contract has been established for the conmeaief state agencies. Local Purchase Authority imaused
to purchase supplies/services included in thisraghfrom an alternative source at the discretiothe agency.

The entire contract document may be viewed andeatifrom the Division of Purchasing & Materials Ma@ement's
Contract Document Search and Retrieval Systertocated on the Internet lattp://www.oa.mo.gov/purch

~ Instructions for use of the contract, specifioas, requirements, and pricing are attached ~.

MBE/ COOP
CONTRACT VENDOR VENDOR INFORMATION WBE PROCURE
NUMBER NUMBER -MENT

AAA Mailing Service, Inc.
C309115002 4312486030 0 5224 Business 50 West
Jefferson City MO 65109 Yes No
(573) 893-7679

(573) 893-7673 (Fax)

Email: dmustoe@aaamailing.com
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STATEWIDE CONTRACT HISTORY

The following summarizes actions related to this Nidication of Statewide Contract since its initialissuance. Any
and all revisions have been incorporated into thettached document.

Contract Issue Summary of Changes
Period Date

09/01/13 - 04/16/13 | Renewal. Changed the Buyer Information on page onecom Megan Howser to
08/31/14 Jason Kolks.
09/01/12 - 05/22/12 | Renewal.
08/31/13
09/01/11 - 06/24/11 | Renewal.
08/31/12
09/01/10 — 11/04/10 | Changed the Buyer Information on page one fromied&mna to Megan Howser.
08/31/11
09/01/10 — 06/25/10 | Renewal.
08/31/11
11/09/09 — 06/24/10 | Added “Parcels” in the description column for litem 002 on the statewide notice.
08/31/10
11/09/09 — 03/30/10 | Clarified price for line item 002 on the statewitt®ice.
08/31/10
11/09/09 — 02/26/10 | Added line items 028 and 029 to contract for IrelBorting of Letter Size Mail and In-
08/31/10 line Sorting of Flat Size Mail.
11/09/09 — 11/16/09 | Initial issuance of new statewide contract
08/31/10
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INSTRUCTIONS TO THE STATE AGENCY FOR MAIL SERVICES

State Agencies are encouraged to complete themastsurvey attached to the end of the statewideenot
regarding the contract and the contractor perfoo@an

If your state agency encounters any problems reggte quality or timeliness of service, complaintust be

sent to the Division of Purchasing and Materials&tgement in writing to the attention of the buytexesd on
Page 1.

2.1 The customer survey may be used to submitrdentation regarding contractor performance.
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CONTRACTUAL REQUIREMENTS
General Requirements:

The contractor shall provide mail services, inahgdimail preparation services, for any requestingnay of the
State of Missouri (hereinafter referred to as teite agency”) located in the Jefferson City, Missarea in
accordance with the provisions and requirementsdtaerein.

a. For purposes of the contract, a state agency beadlefined as a division existing within a Deparitnef
Missouri State Government. However, some divisiorag/ be further broken down by boards, bureaus,
programs, etc. and shall also be designated ateaagiency.

The contractor shall provide services on an asetatineeded basis. The State of Missouri doéguarantee
any usage of the contract whatsoever. The cootrattall agree and understand that any state agenitye

State of Missouri may participate in the contrdweti that the contract does not require mandatorgggaation

by any state agency. The contractor shall agreeuaderstand that the contract shall not be coedtas an
exclusive arrangement and if it is in the bestrgde of the State of Missouri, a state agency,mayts own
discretion, obtain alternate services elsewhere.

Cooperative Procurement Program - If the contralcésr indicated agreement on Exhibit D with paragign in
the Cooperative Procurement Program, the contrattall provide mail services as described herenteuthe
terms and conditions, requirements and specifioatiof the contract, including prices, to other gaweent
entities in accordance with the Technical Servides (67.360 RSMo, which is available on the intérag
http://www.moga.mo.gov/statutes/c000-099/067000086®) The contractor shall further understand andeagre
that participation by other governmental entitiggliscretionary on the part of that governmentétyeand the
State of Missouri bears no financial responsibifity any payments due the contractor by such gonental
entities.

Unless otherwise specified herein, the contractall sfurnish all material, labor, facilities, equient, and
supplies necessary to perform the services requierdin. However, the state agency shall furnistling
materials such as envelopes and mailing labels.

Mail Service Requirements:

The contractor and the state agency shall estahblidaily schedule for the pick up of the state agsnmail.
The contractor shall pick up all mail and suppbesthe agreed upon days, times, and locationsddiition, the
contractor shall provide additional un-schedulezkpps as requested by the state agency.

a. At a minimum, the contractor shall be available fioe pickup of mail until 5:00 p.m., Monday through
Friday, except State of Missouri recognized holglay

b. The state agency shall make every attempt to gi@econtractor reasonable notice when un-schedudéd p
ups shall be required.

c. The contractor must be able to pick up a minimuri,000 pieces of mail for each unscheduled pickup.

If the contract is awarded with the Value Addedeagnent, the state agency shall complete a PS Fo896 8
(Value Added).

For mail presented to the contractor for meterihguch service is available to the state agencgpasified in
the contractor’'s awarded proposal, the contradbail sneter such mail at the discount rate specibedthe
Pricing Page.

a. Each state agency shall establish an account vitiereehe USPS or the contractor, as determinethby
state agency. If the state agency establishes@uat with the contractor, the state agency vapakit an
amount mutually agreed upon by the state agencytendontractor for the estimated postage costs.
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1) The contractor shall provide the state agency withonthly statement itemizing the postage charges
for each day of the month.

2) If there is money left in the account the statenageestablished with the contractor, the contractor
shall refund the overage to the state agency withexk payable as instructed by the state agency in
the amount of such overage. The contractor shaling the check to the state agency at the address
specified by the state agency.

b. In the event certain pieces of the mail do not ifpé&br the discount rate specified on the PriciPage, the
contractor shall add the appropriate amount ofeepistage to those pieces of mail. The state gigsvadl
NOT reimburse the contractor for the extra postdped to those pieces of mail that did not quddifythe
discount rate.

1.2.4 For mail presented to the contractor for a permmprint, if such service is available to the stagerey as
specified in the contractor’'s awarded proposal,dbetractor shall sort the mail pieces at the gstadiscount

possible.

a. Each state agency shall establish a permit impgobunt with the contractor. The state agencyaefosit
an amount mutually agreed upon by the state agemdyhe contractor for the estimated postage costs.

1) The contractor shall provide the state agency withonthly statement itemizing the postage charges
for each day of the month.

2) If there is money left in the account the statenageestablished with the contractor, the contractor
shall refund the overage to the state agency withexk payable as instructed by the state agency in
the amount of such overage. The contractor shaling the check to the state agency at the address
specified by the state agency.

1.2.5 For state agency-metered letter size mail presdotéiae contractor for sorting, the state agen@fl sheter the
mail at the discount rate specified on the Pridtage.

a. In the event certain pieces of the mail do not ifp&br the discount rate specified on the Pricipage, the
contractor shall add the appropriate amount ofeepistage to those pieces of mail. The state gigsvadl
NOT reimburse the contractor for the extra postdpged to those pieces of mail that did not quddifythe
discount rate.

1.2.6 After completing the sorting services, the conwacthall deliver the mail to the United States POSffice
designated by the stage agency or must ensuretitbatUnited States Post Office picks up the maithat
contractor’s facility on or before the date meteoedthe mail. The contractor shall be able towéelthe mail to
the United States Post Office or must ensure tleUnited States Post Office picks up the mailatyas the
day following the contractor’s pick up of the m@odm the state agency, if so requested by the aggacy.

a. If the contractor cannot deliver the mail to theitdd States Post Office or the United States PdsteO
cannot pickup or accept the mail with the date reek®n the mail or the date specified by the signcy,
the contractor shall notify the state agency immatedy and advise the state agency as to when thewvitia
be delivered to/picked up by the United States Rifite. The contractor shall follow the instrusis

given by the state agency.
1.2.7 The contractor shall satisfy all requirements ef thnited States Post Office.

1.2.8 The contractor must use software which is CASSfeaitand must maintain any other certificationuggd by
the United States Post Office. The contractor nmatintain such certification throughout the termtloé
contract. The contractor must provide proof oftsaertification if requested by the state agency.
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a. The state agency shall provide the contractor whth CASS Certification if the state agency gives th
contractor bar coded mail for the purposes of sgrtinly.

b. If requested by the state agency, the contractlt gfovide complete address correction services.

Mail Preparation Requirements —If mail preparation services are requested by & stgency, the contractor
shall comply with the following:

The contractor shall provide one or any combinatdthe mail preparation services listed on theiRg Page
for which firm, fixed prices are provided, in acdance with the state agency’s directions.

The contractor shall return all resources and whsseplies to the state agency.

The contractor shall complete any requested maibgmation services within a designated timeframéhvis
mutually agreeable to the contractor and the sigéacy.

Safety, Security, and Confidentiality Requirements:

The contractor shall assume full responsibility thee mail and its contents form the time of pickunil the mail
is in the possession of the United States Post@ffiThe contractor shall process all mail in & ssécure, and
confidential manner.

The contractor shall employ mail handling and siégyrocedures that will prevent the loss and tloéfthe state
agency’s mail.

The contractor and each person assigned by theactmt must have a security clearance approvedhby t
Division of Purchasing and Materials Managemerdriter to provide service under the contract. Td@ractor
must obtain each of the required security cleasfroen their State Highway Patrol.

a. By no later than fifteen (15) days after the issmgaaf the Notice of Award, and prior to assignmainany
new person, the contractor shall provide the Divisof Purchasing and Materials Management with the
following:

1) A copy of the security clearance information ob¢airirom the State Highway Patrol for each person
assigned.

2) A completed Authorization for Release of InformatiBorm (Attachment #1) individually signed by
the contractor and each person assigned to theacbnt

3) A completed Confidentiality Oath (Attachment #2Qiwvidually signed by the contractor and each
person assigned to the contract.

If the state agency is dissatisfied with any aspédhe contractor’'s services, the state agencil sbéfy the
contractor of such concern. The contractor sledé tany action necessary to adapt the serviceatifysthe
needs of the state agency and the contractor rsbi#ly the state agency of the action taken.

If requested by the state agency, the contractatl sillow a state agency representative to inspket
contractor’'s mail handling and security procedudesing normal business hours, with or without prior
notification.

Failure of the contractor to maintain the safegguwsity, and confidentiality of the state agenayiail and its
contents shall not only be a material breach otremt, but shall subject the contractor to pena#tyrovided by
law, including, but not limited to, the provisiooERSMo Section 32.057.

Dishonesty Bond - The contractor must have and taaina Dishonesty Bond in a minimum amount of
$1,000,000.
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The bond shall cover the State of Missouri as &aftht insured.

The bond shall cover any loss caused to the sggacg through any fraudulent or dishonest act ¢ ac
committed by the contractor or any of the contrastpersonnel, acting alone or in collusion witherts by
virtue of his/her position or employment during tantract period.

No later than 30 days after notification of awafdh® contract, the contractor must submit the band
proof of such coverage to the Division of Purchgsind Materials Management.

Invoicing and Payment Requirements:

Prior to any payments becoming due per the contilaetcontractor must submit or must have alreadynitted
a properly completed State Vendor ACH/EFT Applicatisince the State of Missouri intends to makerach
payments through Electronic Funds Transfer.

a.

If not already submitted, the contractor needshiaio a copy of the State Vendor ACH/EFT Applicatio
and completion instructions from the Internet at:

http://www.oa.mo.gov/purch/vendorinfo/vendorach.pdf

The contractor must submit invoices on the conbraxriginal descriptive business invoice form andst
use a unique invoice number with each invoice sttbohi The unique invoice number will be listedtba
State of Missouri’'s EFT addendum record to enabé& dontractor to properly apply the state agency’s
payment to the invoice submitted. The contractay mbtain detailed information for payments issted
the past 24 months from the State of Missouri'sremccounting system (SAM lI) on the Vendor Pagine
Website ahttps://www.vendorpay.oa.mo.gov

Invoicing — The contractor shall submit an itemizadoice to the state agency that utilized the @mtor’s
services.

a.

The invoice shall be itemized in accordance witnfitm, fixed prices indicated on the Pricing Page.

Payments — The contractor shall understand thdt stte agency utilizing the contractor’s serviskall be
solely responsible for payment for only those smsirequested by that state agency.

Other than the payments and reimbursements spg@heve, no other payments or reimbursements bkall
made to the contractor for any reason whatsoever.
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PRICING PAGE
(CIS Code: 91158)

Mail Services:

1.1 Metering

Line Description Firm, Fixed Price
ltem
001 | Letter Size Mail $.015 per piece
$-.06 per piece
002 | Flat Size Mail/Parcels Denotes a savings of .06
per piece
1.2 Permit Imprint
Line Description Firm, Fixed Price
ltem
003 | Letter $'02.5
per piece
004 | Flats $'OA_'5
per piece
State Agency-Metered Letter Size Mail:
Line Item Description Firm, Fixed Price Discount Rde
005 Letter Size Mail $O'QO Non-automated, Presort Rate
per piece
Mail Preparation:
Line Description Firm, Fixed Price
ltem
Labeling Envelope with Pressure
006 | Sensitive Labels (Does not include $.0575
imprint) per envelope
007 | Tabbing $.01
each
008 | Single-folding $.0115
each
009 | Double-folding $.0175
each
Stuffing Letter Size Envelope, One Insert
010 (Machine) $.0172
per envelope
Stuffing Letter Size Envelope, Two
011 | Inserts $.023
(Machine) per envelope
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Line

Description Firm, Fixed Price
ltem
Stuffing Letter Size Envelope, Three
012 | Inserts $.029
(Machine) per envelope
Stuffing Letter Size Envelope, Four
013 | Inserts $.035
(Machine) per envelope
Stuffing Flat Size Envelope, One Insert
014 (Machine) $.046
per envelope
015 | Collating $.0125
Each
Sealing Letter Size Envelope
016 | (Manually) $.0125
per envelope
Sealing Flat Size Envelope
0171 (Manually) $.0345
per envelope
019 | Inkjet Addressing and/or Permit Imprint $.0288
per piece
021 | Mail Merge $0.17
per piece
Stuffing Letter Size Envelope, One Insert
023 | (Manually) $.03
per envelope
Stuffing Letter Size Envelope, Two
024 | Inserts $.0345
(Manually) per envelope
Stuffing Letter Size Envelope, Three
025 | Inserts $.05
(Manually) per envelope
Stuffing Letter Size Envelope, Four
026 | Inserts $.055
(Manually) per envelope
Stuffing Flat Size Envelope, One Insert
027 (Manually) $.0518
per envelope
$.023
028 | In-line Sorting of Letter Size Mail per piece
$.0403
029 | In-line Sorting of Flat Size Mail per piece
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ATTACHMENT #1

AUTHORIZATION FOR RELEASE OF INFORMATION

TO WHOM IT MAY CONCERN:

| hereby authorize and request release to the S8taiéssouri any and all records and informatiorgliiding, but not limited to,
originals or copies of any records, documents, mspand criminal history record.

| understand that the State of Missouri may condadtor review a background investigation beforelezing a decision regarding
my eligibility to perform services for the StateMissouri and that this authorization is a parthaft investigation.

| voluntarily agree to cooperate in such investagtand release from all liability or responsityilihe State of Missouri and all other
persons, firms, corporations, and institutions $gipg the above requested information.

Applicant’'s Name (Please Print) Date

Applicant’s Signature Birth date

Applicant’s Social Security Number
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ATTACHMENT #2

STATE OF MISSOURI

CONFIDENTIALITY OATH

| have been notified that Section 32.057 of thesdisi Revised Statutes, and Section 7213 of therfgéthternal Revenue Code
impose criminal penalties for the unauthorized Idsare of tax information received from the fedeggaternment or by the State of
Missouri. | will not reveal the condition or affaiof any person, firm, or institution in this &abr any facts pertaining to same that
may come to my knowledge by virtue of my work, wsleequired or authorized by law to do so.

Signature of Employee/Agent

Signature of Witness

Date
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Customer Survey
Mail Services

Please complete this customer survey to adviseyp€Eamments, suggestions, and/or improvementsetontiil service contract and/or
notice of award. In addition, complete the surkegarding contractor performance. The DivisiofPafchasing and Materials
Management will use this information to improve ttomtract and/or notice of award. In additionsthifice will use this information
to monitor contractor performance.

MAIL SERVICE CONTRACTS

1. Contract meets your needs. Yes No__no(lprovide comments below.)
Comments:

2. Contract included services required by yourstafency. Yes _ No ___ (If no, provide commbatsw.)
Comments:

3. Other:

NOTICE OF AWARD

1. Notice of Award meets your needs. Yes _Nalf no, provide comments below.)
Comments:
2. Notice of Award was easy to understand and éoitdibrmation. Yes _ No ___ (If no, provide gestions for

improvement below)

Comments:
3. Sample Document was easy to understand andfiee.  No ___ (If no, provide suggestions fopiavement below)
4, Other:
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Customer Survey

Mail Services
(continued)

CONTRACTOR INFORMATION

Contract Number: C309115002
Contractor Name: AAA Mailing Service Inc.

1. Service provided as requested. Yes Nq(If no, provide comments below.)
Comments:

2. Serviced provided by qualified individuals. Yes No. (If no, provide comments below.)
Comments:

3. Responsiveness of contractor to inquires.
Comments:

4, Problems with the contractor and problem regmiu Comments:

5. Contractor courtesy. Comments:

6. Overall experience with contractor. Comments:

RESPONDENT INFORMATION

State Agency: Prepgred

Address: Title:
Phone:
E-mail:

Copy and complete this survey and return via faxA8-526-9817, via e-mail to the address indicateg@age one, or
mail to Division of Purchasing and Materials Managat, Harry S Truman Building, 301 West High, Rog30,
Jefferson City, Missouri 65101.

Thank you for taking time to complete this survey.
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